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MEMORANDUM FOR: Director of Research and Development

THROUGH : Special Panel, ORD
SUBJECY : 22X 103 Prowotion -
25X1A%a

1. The promotion of I oivisional Secretary,

Physics-Chenistry/ORD from GS5-6, step 2 to CS-7, step 1 is recommended.
She has been assigned to the GS-7 aslot for over 2 years.

25X1A9a 2. _ career {n the Agency has been in P-C/ORD since

September (EOD June) 1968. She was promoted to GS-6 in November 1970,
folloving assumption of duties of Division Secretary with the May 1970

25X1A98 ¢ ranster of I o Qggﬁtl&zéauugnmnt.
3. Reflecting training by [NNGTGNGEGEGEGEGEGEGE :25es office

responsibilities professionally. She knows and follows procedures——some
of which {nvolve specisl channels and controls—well. Office records,
tickler files, security, personnel matters, cozpliance with regulations,
telephonic communications and appointment scheduling typify these duties.
: Psrticular note is wmade of the promptness and completeness with which
' 25X1A92 I esponds to higher echelon requests for administrative actioms,
! The exercise of sound judgment and tact in handling telephonic matters i
and vigitors 1s also worthy of note. Resourcefulness has been required
| to locate Divisional and Contractor personnel operating in the field in 25X1A9
! sensitive cover situations—JJJ h2c demcnstrated this capability. a

4. Secretarial skills, per se, Lave improved markedly in recent
25X1A9a wonths. [ increasingly prepsres staff documents (routing
memoranda, acknowledgments and simple memoranda) for Chief, Physics-
| Chemistry Division/ORD with minimal diraction. Dictation i{s handled
f creditably requiring only increased use (a staff wveskness) to attain a

high level of proficiency. Appreciable initiative is dm:n
discharging the housekeeping duties of her assignment,

arrives early, files are opened, TOP SECRET material is distributed
and the day organized. At the end of the day AN doss not 25X1A93
leave the office until the orderly procedures for security checking,

etc., have been implemented.
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SUBJECT:

25X1\A93 1_r“,4 T R ST S R S PN T
5. initiative in promoting her participation with
the Personnel Recruitment Officer in a visit to her alma mater, Mount
Ida College, is cited as an unusual plus. This led to a request by
/ Mount Ida College officials £or*to attend their annual 25X1A9a
Secretaries' Week meetings and to address the students in the
, Secretarial Department on her work as a secretary for a govermment
‘f 25X1A9a asency. ﬂ with Agency security approval, handled this
1 opportunity very well indeed.

6. Work hadbits are noted as evidencing an unusal senss of
responsibility with regard to punctuality, application and leave
25X1AQg Usage. Work scheduling in the office is favorably noted. At peak
times [ is respensible for priorities; at inevitable slow
| 295X1A9gq Pericds I iosures constructive effort for hereelf and for
the junior secretary by undertaking tasks such as file retiremsnt,
reviev of document storage, etc, 25X1A9a

7. 1 recommend the promotion of _to G5-7, step 1, at
this time; she 13 fulfilling the responsibilities of the Divisional
Secretary in P-C/ORD responsibly and well,

25X1A9%9a

Chief, Physica-Chemistry
Office of Research and Development

RECOMMEND APPROVAL

i 25X1A%9a

i 1 5 SEP 1972
‘ Chairman, Specialfacel, Date

|

APPROVAL:

. 25X1A9a

E 2 0 SEP 1972
Director of Research and Development Date
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